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Aid to Six Cabinet Men 


™ “ e 
drives Pointers to Secretaries 


MARTHA E. McPHERSON, confidential secre- 
tary to the Secretary of War, thinks punctuality, 
close attention to details, coéperation with other 
employees, and loyalty are as important as un- 


—_ F there's anyone in Washington—a city 
of good secretaries—who should know 
the qualifications ior a superior ofhce 

worker, it’s Mrs. Martha E. McPherson, who 

worked personally tor oecretaries ol War 

Newton D. Baker and John W. Weeks, was 

confidential secretary to Secretaries of War 

Dwight W. Davis, James W. Good, and Pat 

rick J. Hurley, and is now serving in that 

capacity to the present Secretary of War,” 
writes Hope Ridings Miller in the WaAsHING 
ron Post 

When the First Lady of the land began her 

occasional entertainment of the “key women” 
in the Government at Washington, Mrs. Mc- 
Pherson was designated as one of them. Since 
then her photograph has appeared in news 
papers all over the country, and we finally 
persuaded her to give us a message for the 
thousands of young people in commercial 
schools and the stenographers and secretaries 
at work. It was pointed out that they would 
be fired with renewed determination when they 
learned how far one can go, even to inclusion 
in America’s Who’s Who Among Women, 
which is one of the unique distinctions ac 
corded Mrs. McPherson, with a business and 
secretarial education 


IN a letter to us, Mrs. McPherson says: “It 
was my skill as a stenographer that gave me 
the opportunity to use other talents. Had it 
not been for that skill I certainly should not 
be occupying my present position. And I need 


usual talents. 
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rected I could still write it L mm only learne 
but taught it w es I tee ate 
| na©rt ed al it i ears t mh 
making and raising my two sons When the 
World War broke into my peacetul existence 
1 had my shorthand ‘ready for actior F very 


where in New York | saw appeals to stenog 
raphers, and because I was feeling very patri- 


otic I took the Civil Service examination an 
was appointed almost immediately to the Arn 
Inspect rr ot Ord nee n New York Very 
soon, however, | returned to Washington and 
was employed in the Inspection Division of the 
War Departme: t ne day I was asked to be 


assistant to the head of the Shell Loading and 





Assembling Branch, an important positior 
which I gladly accepted. When the Armistice 
was signed, there was no more loading and 
assembling of shells, and our branch was dis 
solved Ther I answered i call trom the 
Third Assistant Secretary of War for an ex 


pert stenographer, the regular one being ill 
with the ‘flu’. From that position I went t 
the office of Secretary of War Baker, where 


I remained until the end of his administration, 





56 


and I have been doing my bit with the Secre- 
taries of War ever since.’ 

She is described as a tall, slender woman 
whose quiet dignity is as impressive as her 
and tact. She is hesitant about 
expressing her opinion on qualities essential 
secretary's success, because, as she ex- 


graciousness 


to a 
presses it, “I'm not sure I know.” 


‘TO what special qualities does she attribute 
her own Punctuality? Prompt at- 
tention to seemingly small details? Loyalty to 


success f 


her superior? 


“They are important for any secretary,” she 
replied. “I'd rather not talk about myself. 
You see, the chief thing a confidential secre- 


tary has to do is to keep quiet about herself 
ind her employer's business. Let’s just discuss 
the ‘ideal secretary’—what she does, and what 
she avoids doing.” 

hen quietly protesting again that she was 
‘talking as an authority,” she discussed some of 
the qualities that contribute to a secretary's 
She believes “the virtues’’- 
punctuality, prompt attention to small details, 
and with other 
equally as important as unusual talents. 

“And certainly a secretary must like people, 
must be interested in their problems, must 
enjoy making contacts, and must be wholly 
sincere in all her relationships,” she went on, 
according to Hope Ridings Miller. “It should 
go without saying, also, that she must be 
painstaking in all features of her work, in- 
tensely loyal to whomever she serves, and 
faithful to her job—so much so, in fact, that 
she makes it her chief interest.” 

Mrs. McPherson is also convinced that an 
absolutely dependable person is, in the long 
run, of more value in an office than one who 
routine is a 


success. lesser 


cooperation employees are 


“is brilliant in spots,” because 
large part of any secretary’s work. 

Then she was asked whether certain persons, 
inured to routine, would be definitely “secre- 
tarial types.” It wasn’t so much a matter of 
being inured to routine, she replied, as it was 
in applying oneself faithfully to the job in 
hand 

“And that, of necessary to any 
kind of work,” she added. “Besides, I’ve al- 
ways felt a good secretary needed to be imagi- 
native, versatile, and adaptable in order to be 


course, is 
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These qualities aren't generally at- 
‘secretarial 


a success. 
tributed to 
types.’” 


persons designated as 


MRS. McPHERSON wouldn't be ensnared 
into a discussion of what the well-dressed 
secretary should wear, according to the inter- 
viewer. But, attired in a cream-colored dress 
cut on tailored lines and set off with brown 
accessories, she was a good illustration of 
what she wouldn't talk about. 

“What one wears is such a personal matter, 
I'd rather not give any suggestions,” she said 
“It seems to me most women in publice life 
today tend to wear tailored clothes or dresses 
cut on simple lines.” 

It would seem any Mrs. McPherson 
would give secretaries or would-be secretaries 
would be worth considering. For, we are told, 
there are few women in Washington or else- 
where, who have a worthier record than she 
[he value previous employers have placed 
upon her services is reflected in the letter of 
recommendation Patrick J. Hurley gave her 
to present to his successor. It said in part: 

“Mrs. McPherson is an indefatigable worker, 
is sincere in her contacts with the public, and 
her genuine interest in people, together with 
her love of service and coOperation, make her 
an ideal person for the position she fills.” 


hints 


MIRS. McPHERSON was born in Rotherham, 
England, a town made famous by Sir Walter 
Scott in “Ivanhoe.” Coming to this country 
when she was two old, she later at 
tended Virginia Seminary, and then, at the 
suggestion of a college professor, she entered 
the Spencerian Business College in Washing 
ton, where she stayed on to teach two years 


years 


after graduation. 

Her chief interest other than her work, she 
admits, are her two and her husband 
These, incidentally, are the three principal rea- 
sons she was a homemaker for so many years 
that she began to wonder whether she would 
be able to go back into the business world. 
“T think it was the World War that gave me 
the courage to try,” she explained, “and I am 
glad, indeed, that I did return, for my life 
has been enriched in many ways during these 
I have endeavored to serve to the 


sons 


years that 
best of my ability.” 


Review Questions on Above Sketch 


McPherson served? 


McPherson? 


McPherson 
> 


? 


and adaptable”’ 


“imaginative, versatile 


1. How many Secretaries of War has Mrs 

2. What does she say about shorthand and opportunity? 

3. How does a practical knowledge of English help the stenographer to rise? 
4. How did a thorough mastery of shorthand help Mrs 

5. What is the chief duty of a confidential secretary, in her opinion? 

6. What three “lesser virtues” does she mention? 

7. Name three or more other virtues of the good secretary mentioned by Mrs 
8. What does she say about the “dependable person’’? 

9. Why do you think a good secretary should be 

10. 


What thought for your own guidance can you draw from her comment on the “well 


dressed secretary”? 
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Some helpful facts on 


TYPING 


Editorial Note: Information on 
which this article is based was 
obtained from the leading uni- 
versities, including Columbia, 
Harvard, Michigan, Northwest- 
ern, and Yale. Yale has per- 


haps the best student-typing 
bureau in the country, states 
Mr. Patrick. 


[za) 


THROUGH COLLEGE 


obtained in a national survey 


Conducted by BEN M. PATRICK 


Duke University Typing and Stenographic Bureau 


‘Ine typewriter is indispensable 


to a large number of college students, and its 
usefulness to the collegian increases the fur- 
ther he pursues his formal education. For this 
many students acquaint themselves 
with the keyboard before their freshman year. 
On the other hand, a surprisingly large num 
ber are unable to use the typewriter—at 
are unable to type with any degree of satis 


faction—and the expert typist-student is thus 


reason, 


least, 


afforded numerous opportunities for earning 
extra money 

But the expert typist-student, like the expert 
typist or stenographer in the business world 
is one in a thousand. One explanation is that 
many collegians with ambitions for a career 


in commerce think of themselves as executives 
them would like to start in as re 
tired business men), and it does not occur to 
them that they may be called on to write the 


(some ol 


boss’ letters for the first year or two. Thus, 
college graduates, both men and women, often 
take a “short 
school before qualifying for a job 


al 
To put his profi- 


ciency to account, perhaps the most satisfac- 
work for 
part-time employment during the school year, 
either by itself, by an individual 


have to course’ in a business 


typing 


tory the typist-student is regular 
the college 


} 


protessor, or by a business or professional 


office in the city in which his school is located. 
Ihe best chance for the first-year college stu- 
dent is no doubt on the campus, for business 
men and other employers out of touch with 
college life are prone to be wary of student 
and not without some justification. 
students who 


employees 
A large 
deserving 


number of college 
as far as the actual need for 
is concerned are inexperienced and hence often 
grossly incompetent. The worker who will 
not take his job seriously is not of much value 
to the employer, and many college students 
regard part-time jobs lightly 


are 


money 


here is perhaps not a college in America 
which is not sympathetic toward the self-help 
student, yet few institutions are able to assure 
even competent and highly deserving students 
needed employment. Several years’ observa 


tion leads to the conclusion that “pull” as well 


as “push” is still of value in obtaining work 
though the value of the tormer ts at times 
overemphasized 

For the typist student w does t wisi 
to be tied to a regular job, there is opportunity 
for earning money as a free-lance, typing term 
papers, reports, theses, dissertations, and other 
papers for fellow students and for protessors 


' 
A few of the larger American universities 


stenographic ofhces, admin 


where student typists 


maintain central 


istered by the university, 


and stenographers are employed when the vol 


ume of work is sufhciently great At other 


schools there are “typing bureaus” conducted 


entirely by student 


On! such bureau is con 


ducted on the following plan: A convenien 


located office is furnished, rent-free, by the 


university. The manag f the bureau has 
regular office hours and does as much of the 
typing himself as he can do during ofhce hours 
W ork which he loes not di himself is appor 
tioned to members 1 the organization act rd 
ing to the manager's discretion, and may be 
done either at the ofhes r in the typist's 
room. A small commiss is deducted by the 
bureau for handling the paper, the remainder 


of the charges for the work going to 


the typist 
in the form of a monthly check 


The manager 


receives no direct remuneration tor cor 


the bureau, the privilege of using the ofhce 
and having first chance at all work being 
deemed sufficient compensation for his services 
He earns $35 to $30 a month throughout the 
school year, devoting 20 to 30 hours a week 
to the work All details relating to the 
bureau's business are left to the manager, wlx 








s elected for one vear by the ting members 
%t the organizatior [hus it 1s virtually a 
ne-Mial rganization, since the manager as 
umes tull responsibility for the conduct 
the bureau All a 1 ire audited | t 
iniversity 

Chis organization does not exercise a mo 
nop ly, since there are i number t tull-time 


stenographers employed by the university who 


type papers in their spare time, and there are 
also a number t students w ire able to 
earn a tidy im each ar on their own. One 
such typist-student reports having earned aj 


proximately $400 during the school year wit 
ut apparent detriment t 


' ' 
wit devoting a ! s feisure time to the w 


marks and wi 


ry 
Pri ES for typing ai 


stenographic work vary among American wu 

versities Where the charge is made accord 
ing to page, the price ranges trom ten t 
twenty cents a sheet (approximately 250 
words, double-spaced ) At some institutions 
the typist is paid on an hourly basis, the com 
pensation ranging from forty cents an hour up 


here is, of course, an extra charge for carbon 
copies, when the charge is hgured on a 


piecework basis, and statistical and tech 
nical material commands higher rates 


. he helt Power te 
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footnotes and quoted matter 


i agg, required at Duke University 


In the typing of students’ papers to be 
graded there are certain 


and these rules vary slightly 


set rules by which the 


typist is governed 


with the various universities. They affect 
such matters as the numbering and placement 
i footnotes, the approximate margins to be 
used, correct form tations, the arrange 
ment of various sections of the paper (pretace, 
table of contents, bibliography, etc.), abbrevia 


tions, and the numbers. There 


spelling out of 


are in some instances rules applicable to papers 


n one department but not in another. For 
instance, bibliographies in Chemistry, Physics, 
ind Biology theses are often typed according 
to rules which do not apply to papers in 
History or Language. Such small points as 
whether the terms “cp.” and “cf.” should be 
italicized and whether an underline should be 


broken words 
often considered important Che typist is ex 
the 


aré ( 


between two nsecutive are 


pected to be familiar w such rules and 
with the preferences of 


matters w! 


various depart 


ments in ptional 


WHILE a high typing 


speed is not mecessary in this work, the 


speedier typist is naturally able to earn more 
than 
prerequisites for typist- (C 


slower Among the first 


ntinued on page ¢ 


his companion 
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The two simple words 


“ADDRESS, 


provoke a few thoughts 


e Basiness English 





PLEASE*t” 


By EK. LILLIAN HUTCHINSON 


Assistant Editor, The Gregg Publishing Company 


PLEY, the fan Believe It or Not 


t, has a scrapbook devoted 


artoonist 


entirely to “stunt” mail which clever 

people | ?) have directed to him, just to test 
the wits ot the Post tl e Department (ne 
envelope, for example, bears only the sketch 
ut a bee, a leaf, an oa und a knot Ripl 
receive the letter wit tthe 1 delay 

I el t ug! tre empk vees tive Pos 
(otnce Department often seem to be detective 
rather than mail clerks, yet mill s letter 
go astray vearly because of wrong or suf 
ent iddresses | s rt rse s sheer 
waste, both in the actual cost ft typing and 
mailing the letters, and, what is much mort 
serious, in business lost because of the delay 
in receiving important correspondence 

Stenographers and typists should be ex 


emplars whet t ce 
prompt ind accurate delivery Not only should 


they know what is a “complete and correct 


address to assure delivery without delay, but 
they should know where to obtain a1 ect 
sary information that may be lacking in a 
part ula Situation 
House Numbers 
Ordinarily, the first element of an address 
is the number of the house or building. The 


time to watch your building numbers, espe- 
cially long ones, is when you are working 
under unusual pressure and are trying to finish 
mail by a certain hour. Perhaps a few sugges 
tions may help you 

1. Verify the numbers when you read the 
letters or other matter before passing them t 
the proper person for signature and approval 

2. In typing numbers consisting of several 
ligits, be careful not to change the order; as 
for instance, 9125 for 1925. Many miles may 
ntervene between these numbers. There are 


j re, it Ke 114 26 
ame Stree \ eans that the sé 
cater ‘ 114 Street a s N Zt 
3. Never type ) r = before a e num 

these ecessa nbol nterfere 
‘ the p t NCe 
1 H ‘ Y t he lowe 
a t ; ' I d ‘ I | 1 rland 
5 Phe t e requests that mail tor 
il ess bu ling un the 
! ) vell as the ime ot e build 
oy and the ont =e expedite deliver 
etterhe c elope and =advertisement 
] " nplete tormat i if 
spond ure ged to address ma that 
il t 
Numbered Streets 
Suppose the name of a street is one of those 
rles iInimaginative numbered names 
How n 1 e interesting it is to write 
i rrespondent whose address is “After 
w Avenu f Tanglewood Lane” than t 
it N hel nd Street”! However 
e! act that the street is numbered 
ecessitate extra ire typing the name 


re 
—— Veet Fourth Street 
North Fourth Street Fourth Avenue 
East Fourth Street Fourth Place 
South Fourth Street Bay Fourth Street 
How do 1 suppose they overlooked “Fourth 
ulevard r “Court” or “Terrace” !) 


In typing these numbered streets 
1. Spell out number up to and including ten 
I 


s “Seventh Avenue.” 
?, Use figures for numbers over ten, as 


23d Street.” Opinion regarding the inclusion 
1 suffixes th, st,d (not rd) differs 


e ordina 





60 


Many companies having large mailing lists 
omit these terminations as a time-saving meas 
ure and write simply “23 Street.” 

3. In formal and social usage, street num- 
bers should be spelled out regardless of their 
length, as “Ninety-third Street.” 


Named Streets 


But even though a street has a more distinc- 
tive name than a number, still there are pit- 
falls to be avoided by stenographers who would 
be superaccurate. There may be a “Beach 
Street” in one city, but a “Beech Street” in 
another; or a “Beverly Road” in one and a 
“Beverley Avenue” in another; or a “Mac- 
Millan Place” in one and a “Macmillan Ter- 
race” in another. Or even in the same city 
there may be a “Commerce Street” and a 
“Commercial Street” or an “Oliver Street” 
and an “Olive Court.” Hotels, too, may bear 
similar names. New York, for example, has 
its “Barbizon” and also its “Barbizon- Plaza.” 

Certain sections of the country also abound 
in street names that are finger-twisters as well 
as tongue-twisters. Such names may be of 
Indian origin, as the “Wissahickon” avenues 
and the “Llewellyn” streets that are often 
found in New Jersey and Pennsylvania cities, 
or of other foreign origin, such as “Schermer- 
horn,” or the Spanish names in California and 
the French names in Canada 

A rereading of the article “What's in a 
Name?” which appeared in the Grecc WriTER 
in April, 1935, covering the problems of spell 
ing personal names, will give many valuable 
hints for the kinds of errors to avoid in spell- 
ing street names 


“Street” or “Avenue” 


Never guess at whether a thoroughfare is a 
“Street” or an “Avenue,” as in many cities 
there are two or more streets bearing the same 
name, but with different terminations. Using 
srooklyn again as an example, we find: 


Prospect Terrace 
Prospect Park West 
Prospect Park S.W 


Prospect Avenue 
Prospect Street 
Prospect Place 


Such streets may be in widely separated sec- 
tions, and therefore a substitution of one term- 
ination for another may mean that a letter 
will have to be sent from substation to sub- 
station in an attempt to locate the correct 
addressee. 

On the other hand, there are certain cities, 
especially in the Middle West, where the 
termination “Street” or “Avenue” is custom- 
arily omitted entirely. Therefore if an incom- 
ing letter bears simply “25 Clinton,” do not 
pick some termination “out of the air” regard- 
less. Follow the local custom. 
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There is a great temptation to abbreviate 
frequently recurring elements of street ad 
dresses. It seems so much simpler to the 
stenographer to write “E.” and “Ave.” than 
to spell out the words, short though they are 
Sut the Post Office Department prefers that 
all words be spelled out. Not only does this 
practice aid the mail clerks in sorting the mail 
—it is easier to read a full word than an ab- 
breviation—but it is a check on accuracy. The 
typist may easily strike a W instead of its 
neighboring E—and what a difference that 
makes, for “East is East and West is West, 
and never the twain shall meet.” 

And as for abbreviating the name itself— 
never—and this doesn’t mean “hardly ever”— 
it means never. Do not write “B’dway” or 
“Penn. Ave.,” for example. (In one city I 
know there are both a Penn Avenue and a 
Pennsylvania Avenue.) The _ stenographer 
who wrote “Eye Street” for “I Street,” how- 
ever, was leaning over backward to heed this 
rule of not abbreviating. 


When to Abbreviate 


There is one exception to the rather rigid 
rule of not abbreviating. “S.W.,” “N.E.,” etc., 
following names should be written thus, be- 
cause of their length, as “Columbia Road, 
N.W.” The shorter words “North,” “East,” 
ete. should be spelled out, as “Girard Avenue, 
South.” Notice that a comma precedes the 
termination. 

In tabulations, directories, and wherever it 
is desirable to save space, a uniform style of 
abbreviation may be adopted. Notice the 
limitation uniform. Whatever style is adopted 
should be used in all cases. 

The preferred abbreviations for such use 
are: 


a 7” Al. North N 
A venue Ave., Av. Opposite ...Opp 
Between bet. Park ... Pk 
Boulevard . .. Blvd. Parkway . P’kwy 
Court .. eee? a. .l inne 
ner: <> Ce ideasaee 
East aaa cael E. South .... 5. 
0 A eee La. Square soa 
Near ee nr. Terrace . Ter. 
ee 
Arrangement 


The arrangement of addresses, both inside 
and envelope addresses, is usually a matter of 
individual office style. They may be either 
indented, that is, each line of the addresses 
indented beyond the line above; or in block 
style, each line starting at the left margin. 
The post office prefers the former. 

Also, the style of punctuation is a matter of 





wee 
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office style. Some offices use the close style 
of punctuation, in which a comma appears at 
the end of each line except the last, where a 
period is placed; others use the open style, 
which allows no terminal punctuation except 
where an abbreviation closes the line. 


General Hints 


Unless the correspondent himself has re- 
quested it, do not address anyone at “General 
Delivery,” for more than likely he will never 
think of calling at that window of the post 
office for mail 

Letters are sometimes sent in care of other 
persons, in which case the symbol c/o is used 

If a correspondent has carelessly omitted the 
needed details from his letter, try to locate 
some previous correspondence with him. The 
card files of customers or prospects and the 
telephone directory often yield the needed data 


(Another article in this series will ver 


manager 1s interesting 


It is surprising how many people, i: ng stenog 
raphers, omit the address and sometimes also the 
Signature on their wt etters When s« letters 
come to our fhee, it often requires the es cefulness 


tor to identify the writers. Ever 


of an expert investiga 

with all the records available, the solution is not easy 

when both address and signature are lacking In the 
Ase = a stenographer the | t le ex ination of 


these omissions is that they are constantly typing let 
ters on printed stationery that requires writing the 
late line only, and of course the dictator always signs 
such correspondence 

rherefore, anyone who types his own corre 
spondence on blank sheets should form the 
habit of carefully inspecting such letters to 
lete address and 


has recently 


see that they contain the comp 
proper signature. If the writer 
moved, the former address as we as the 
present location should be given, as such in 
formation is certain to prove valuable to those 





Hel 
Small Red X 


MY EMPLOYER 


receiving the mail 
spe al problems rap name 
ing 


\ Letter Index 





I TAKE a lot of 
dictation at one time. 
Often some of it must 
be given preference 
in transcribing. What 
to do about that? I 
have solved the prob- 





Every employer welcomes helpjul suggestions wou 

from his stenographer 

paid for any short letter accepted and pub- 

lished here telling how an idea was put to 
work successfully. 


My\ employer 
ld sz Did | 
or secretary. $1 is write so and so last 
week ?” Who were 
the people I wrote 

esterday ?’ What 
" 


lay of the week did | 


ay 








lem by marking with 

a small red x the let- 

ters and items that are to be transcribed ahead 
of the rest. About the third time I did this my 
employer caught on and made it easier for me 
by saying, “Make this a red item.” He knows 
I cannot miss handling these red signal letters 
and bulletins first, and this assurance gives 
him added confidence in me 


[ This reminds us of our own days as a stenog- 
rapher, when we used ordinary wire clips for 
the same purpose to save having to thumb 
through the pages for the “rush” dictation.—Ed. | 


After having been called in suddenly once or 
twice for what turned out to be quite long 
periods of dictation and having had to borrow 
a red pencil (rather embarrassing to me after I 
had suggested the idea), I spent some time 
shopping around and found a light weight 
mechanical pencil about eight inches long with 
one end for red and the other for black lead. 
Now it is a very simple matter merely to turn 
the pencil and make the small red x. —E. B. 


write Mr. Blank?’ 
To have to thumb 
through my notebook delayed the dictation 
So finally I worked out a reference index 
I not only dated each day’s dictation but | 
numbered the letters. Then on a sheet of 8% 
by-11 paper I wrote the date corresponding to 
that in my notebook and under it the numbers 
of the letters dictated and the names of the 
individuals or firms. I could get information 
regarding a hundred letters on a page. I had 
this index with me whenever I took dictation 


and I was able quickly to find the answers to 
any questions asked me. A _ key-word indi- 
cating the subject of letters can also be added 
to the index if desired? —L. V. 


“Conference Bible” 


E VERY conference meant 
digging through the files for old reports. I 
was never free to leave my desk when my 
boss was at an executives’ meeting, for I knew 
he would ’phone a half-dozen times for figures 
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ym some phase of our work. So I prepared women, whose handwriting is anything but 
for him a “Conference Bible,” as I call it, a legible. Once a woman sent a three-page letter 


black leather loose-leaf notebook, five by eight of specifications for an important job, closely 
inches, on each page of which are collected and very badly handwritten, and at the end 
various costs, comparative sales, profits, cus made the statement that perhaps a lot of what 
tomers, overhead, and other data for the past she had written was of no great importance 
ten years. The book is compactly typed, with after my boss had strained his eyes for fully 
marginal index tabs Current figures are two hours trying t lecipher parts of the 
easily added letter 

Now at every meeting, when a question He is a very busy man, and | figured 
arises, someone will say, “Ask Charlie, he has that my time was not as valuable as his, so 
the figures.” He mes back from conferences’ then and there I volunteered to type the letter 
confident and a bit proud of himself, instead for him. This enabled him to read it at a 
of nervous from trying to recall or guess at glance whenever he wanted to refer to it. He 
hgures F.G ippreciated my initiative, and now, whenever 


we receive a similar letter, it is handed to me 


For Quick Reference I attach my typed copy to the original, and 


both are filed for reference 


I AM secretary to the ex- his plan really does save a lot of fuss, 
ecutive of a printing concern in a small town bother, and even swearing on the part of my 
We are in the habit of receiving lengthy hand- employer; and it also assures greater accuracy 
written letters from customers, particularly in handling orders E.B 


r ‘ ‘ wwe. Check Yes or No. Compare your 
A DOZEN GUESSES guesses with the correct answers 


in the November issue. 





YES NO 
1. Do twenty-five per cent of pedestrians involved in automobile accidents 
cross between intersections ? 


te 


Martin J. Dupraw, a Gregg writer, won the World’s Shorthand Champion- 
ship three years in succession. 


3. Dr. Nicholas Murray Butler is president of the world’s largest university. 
4. Has a safe deposit box 49 uses? 


5. A famous editor of the Laptes’ Home Journat was a shorthand reporter 
in his early years. 


6. Has “Travamex” anything to do with the American Express Company? 
7. “Life Begins at Forty” was written by a woman. 
8. Is Vanity Fair the name of a magazine? 


9. Did Benjamin Franklin found today’s magazine with the largest weekly 
circulation ? 


10. New York has a photographer who has never photographed women. 
11. Can a letter mailed in New York be delivered in Havana the next morning? 
12. The Pullman Sleeping Car is named after its inventor. 

CORRECT ANSWERS TO SEPTEMBER GUESSES 


(1) Yes—it operates more than sixteen thousand miles of trackage. The Santa Fe ranks as the second 
largest system in the United States in point of mileage. (2) Yes. (3) Yes. (4) Yes—in 1896. (5) No— 
the Empire State Building is the tallest, with 102 stories, while the RCA Building has only 70. (6) Yes 

from 1913 to 1921. (7) Yes. (8) No—chairman of the board is the highest office in many corporations 
(9) No—it is at the intersection of Broadway, Fifth Avenue, and 23d Street, New York. (10) Yes—he was 





once a stenographic reporter in Kentucky. (11) No—it appears on the masthead of each Scripps-Howard 
editorial page in twenty-five cities. (12) No—West Point, New York. The United States Naval Academy is 
at Annapolis, Maryland. 
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NEWS 
in WORD and 
“Who Caught the Fish?” PIC T U R EK 


| vu 4 l " ‘ é ru ! 
riting met t sa 
t sa wn | c ty 
pp t t he ! ye t 
> ¢ Tt! ¢ ] p tra < ; 
vit te pt to w le ! t many 
£25, a i t prob 
ems r ri met t \ t 
while t \ ¢ ¢ t i ft i 
‘ App 


Shorthand Among His Can’s 


I> ‘ rite ‘ 


MontTH \\ \ 





Her Companion a Typewriter die tll rag ethan acdiggmingmate 


t ri \\ \ r 
> 
members { my us } KW ‘ i 1acK 
. 17 ' ' , 
Ay THOUGH Betsy Bat ett awvers Stamtor Connecticut, toun 
or the tee vear-old daughter ot the erseil nm that | t recently She became 
fan wuthor Bruce Bart eld to he us| t ippoint 
hed by i | ke back tvpewrit nent t ect ( 1 it te 
er nstant — < + ¢ edit : New ) ( he [ eect t g 
I 
‘ 1 } 1 ‘ ‘ ‘ ' fwiy 
pag illed =‘ ( | the Al fe \ eanw ) f 
VOMAN a write let terest p Tt tt na it 
: ' 
' er work prop ( " 
she 1s nd ot! £ i i a tut t Ist . t pe 








Tue Grece Warrer, October, 1935 


g, punctuating, and typing out her short heading of this it e aut s Milton 
ind notes—it was a time of real adventure Wright, and the p sher, McGraw-Hill Book 
rhe fact is that almost any secretary to an Company. Oh, yes, the price—$2.50! 
mportant man may be faced with an emerg 

ency that call 


ment, 


ls for the use of initiative, judg- 
and courage. 


Accorded Well-Deserved Honor 


His “Fan” Mail 


ad | , 
HAD never dreamed | 
would some day be receiving ‘fan’ mail,” writes 


J Otten, 


American Consulate, Milan, Italy, 
but since my name appeared in your maga 
zine, I have been receiving various direct in 


quiries from interested 


as not been 


ave to teach myself, while I think mastery 1s 
more easily acquired under a good teacher 
There’s only one shorthand system taught 
here, however, an adaptation of the German 
Gabelsberger By an irony of fate, I was 
transterred to a department were 


is not ] 


required s 


“Getting Along with People” 


d readers. My 


rapid as I had desired, 


starting Gregg, 
own all notes, 


and find this method 


AMONG the adventur 


progress 


shorthand 


shopping 


as | 


but 


not 


Swaine, London 
es Sir Walter Citrine 











t that of looking for good, help- 
ful, interesting books The other day one 
, ' rl’... ; 
ume wi ur ken—a book of inspiration THE foll wing is taken 
, ' ' , 
r earnest youth, with not only lengthy por from the Grecg Maca; London, England 
: , , Te 
tions but whole chapters of ideal nontechnical 
; ) riter ewer heard yw } re 
dictat n T he pretace Savs ] cy s eV yw iw r 
easure of the inclusior t nam f Mr. Walter 
There probably never has been a time in the history M. ( ae in the ~~ t King’s : rthday Hon 
urs ow Sir allt Citrine has been Gen 
ysuntry when it was more important for a mar ; now , . as 5 = 
, , , eral Secretary of the British Trades Union Congress 
to know how to get along with other people. In times ince 1926, and Pres € the International Wed 
f expanding frontiers, it was possible for him to g eration of Trade Unions, and is f « rse, a write 
h roe] 1 « - he r ‘ > ! ‘ . 
ff by him 1 arve a nicl th W lw it € Gregg shorthand 
ng greatly what oth t ght of } In times yom gan gag «a a ee 
of industrial expar mn there was a f c re y that. while acting as , : ‘ . ems anand . 
yne with skill and knowledge and energy the National Gregg As tee Canfecenee of Mow 
Today sometl K =e . ed [f one is to be ( lege, Oxford, he | li to ghte aud ‘er 
successful in almost any arena of human activity, he his own remarkable experiences a » Gregg writ 
nust have the knack f getting alor with others and told them of how. in his va 13 world trave 
He must understand them, must attune his conduct t he had written it ten th nd feet above the eart 
1 ' be bl t 7) heir riendship 1¢ , , ; , 
theirs, must be able to win their friendship, their while travelling by aeroplane; on ard sh n ra 
respect, and th peration way trains, and indeed in the most « Lor y 
a , places; and he achieved a drama x when | 
This book, unlike other similar books, not =~ oh thet the seuee tebe whe bed teonecelx 
only fires the reader with enthusiasm, but also his notes—practically without error—was present at 
= . . ’ a ing } was 5 for ti oung lad 
tells him how to utilize his enthusiasm to ‘hat meeting. The cry wa © young /ady 
, . , to show herself, and s s ather shyly amid a 
achieve success. Some of its chapters are ; - 8 
“It’s All in Knowing How, 


Will Like You,” 


‘Adjusting 


“Why People 
Yourself to the 


We join our English friends in extending 
Other Fellow,” “Establishing Right Rela- to Sir Walter heartiest congratulations upon 
tions,” “The Power in Suggestion,” and “That the occasion of this signal 
Inferiority Complex.” 


Its title is used as the 


al and well-deserved 
recognition of his great public services. 
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e The Learner 





You can answer all 
SEVEN QUESTION 
by reading this article 


More helps from DR. GREGG on attaining practical 


and artistic skill in shorthand 


OU have probably inferred from the learn why the errors were made rst 
seven test questions at the end of our three ccurred in the tollowing sentence Wie 
September talk that there were at least have investigated the correction charge for 
that number of very important points to fx $1.50 about which you complain.” And, alas 
firmly in mind If you made that inference, the students spelled them out! 
you were entirely correct And | am going Why? Probably because they did not he 
to ask you seven more questions this month these three Brief Forms as part of a t but 
to set vo e graspe | the new pe ts dis itural text | s did t re ter 
cussed here juickly ¢ the t t they were Brief 
» I and s a skill subject In any irt I 1 | l 1 yx ectly il error! 
like shorthand we acquire skill by applying nd wi e word ull accor r to the 
principles in much reading and writing Che rule, “Shorthand is written by s 
theory y one of the lessons Is very simple 
In fact, so simple that it is rather difficult t Practice Forms in Context 
write anything more about it than is in the 
Manual itself It is only because brevity has Now, how in you avoid such er: B 
been demanded in the Manual that some of the not nfining ur study of the | ms 
more important points are amplified for you to a separate list of then Chey are all giver 
here each month in the first six chapters of the Manual Your 
standard of ement for the tery ¢ 
Learning the Brief Forms these outlines should be so high that you ca 
make a grade of 100 p ent when they are 
In this month’s discussion we deal with an lictated to you t text as well as separately 
ther phase of shorthand writing that needs If you are not already able to do tl \ cal 
your concentrated attention It concerns the learn Start with the ndred Brief-Forn 
matter of learning the outlines for words so sentences on pages 90-98 of “Speed Studie 
as to be able to use them correctly when tak Practice, too, the interesting sketch that ap 
ng dictation or example, you may be abl pears this month on pages 96-100. And don’t 
to make grade of 100 per cent when your forget to test irself eve week on the tw 
teach lictates all the Brief | rms i aly i Brief-| ri irts the t t tiv Manual 
betical order or from a chart You have Each time you use these charts 1 should 
memorized the outlines separately: you are vary the order of the sequence; that 1s, do not 
thinking solely of Brief Forms while the teacher always use them from the top down, but read 
is dictating, and no condition is present to dis up, and from the middle, up and down—that is 
tract your attention Yet if you were to meet learn them not ne set order but in many 
three or four of these forms in dictation for orders, so as to train the mind and the hand 
the first time, you might do what a certain’ to use them in any ntext whe ure tak 
class of students did These students knew ine actual dictation 


the Brief Forms (or thought they did!). They 
were given a letter in which the following Cutting Corners 


seven forms occurred: correction, charge, com 
plain. represents, pr f, accordance, remittance Unnecessary angles always reduce speed 
Many of the students wrote these words in heretore, we avoid them wherever it 1s possi- 


correctly, and you will be surprised when you _ ble to do so ike the modification of the us 
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ler Pa Y3) and the wr Z M Jepartment 1 t i Read the rules 
ook on tts side a ling to the rule giver " regulations a to yourself, “I will be 
Par. 94 Just underline the word atter t member of the O . \. as soon as I an 
that paragrap eligible 

It order that n ppreciat the Deaut 


t curves indi take a greater interest in your Test Questions on 


erie stumy, tt me give Bere & quelat Dr. Gregg’s Talk 


from Dr. Francis Wayland, sent me years ago 
) ne 1 tive r . ! ] yvsten W ‘ <t le n this mont . k 
M Why the st td tein al a 
iM 9 t the RB | the e lett 
: . W t Se : y t t h 
ne t i 1 t < 
a 
, W are r $ l 
vate ‘ 


¢ ble | ! pie ( apter ~ < " 
| ‘ ’ 
oe tudents should be rough backgrou 
i Ta f ve moti ind t 
or wl : 
‘ ‘ ‘ | I-nglish. Even Ph.D.’s leave errors in manu 
c : , teatures about 
, - scripts, and the typist is usually expected t 
sten ‘ cer As 1 « ntinurse 
, , rrect all mi grat t : racies al 
tur ‘ ire i ec ) the ¢€ 
‘ sistencies \ ( Viecge t the 
( rig } | \ P forn rt 
} ‘ ‘ ' 
‘  @ ' subye W W paper erned 
T tise } em < torn ! i 
, : 
elpful, though not ess« 
Th S we rk Ss seas i irve extent thre 
, 
vreatest amount comings r the « S< t ea 
{rtistry lids Speed 
wcademic semester or ter | s, while f 
\ =e write these hiende — several months the typist-student gets littl 
1 Vv ie . m1 | ) 
presser ith their artistic proportions and the vork, tor a brief period of tet ys or tw 
aciiit vit \ the are ined to the weeks he often has opportunity t lo muc! 
’ oO oO h tir 1] _ him to ; 
ther consonants and the vowel The blend more work than time w allow m to d 
‘ ’ + «lt ' ) st t <1 wn all : y} na ' ricc 
ng principle illustrated by these and the other Some students sit up a ght and even n 
, ’ lasses tor s ral dave ‘ tim lorino ti 
hlends thy stern will ippea ; you not i - tO} eve | i i me dau { aa 
niv hecause ts speed possibilities but als periods, in order t earn the money wh 
, n hb htained duri ‘ rich « Sor 
hye ius t illustrates as no other principle does il ¢ tained du rf < ea 
} , , lea ‘ 
the pertect rt ! und unity f the short The stenographer-tyy is ly i 6Ssiig 
; eeuimen 4 » the anoce tunke im doles ote 
hand characte 1s they are ed in natural idvantage over the 1 ( g 1 
len oO 7 Te’ students« ' | ‘ 
sequence in the riting of words dent work, for ew 1 ire adept a 
| ting Ho eT numb or rotessors 
You are now at a point mm tramimng your tating we ' noder Pp 
ind t write the s rthand characters skill and some students preter, t cictate tne 
' ' ' , < ‘ 1 thoneh ¢t rst transcript. hax 
fully at which u are becoming more cor papers, even thoug ‘ : nscriptior 4 
scious of the beauty f proportion, the unitorn to be revised 
} | | — se P 
slant and lightness of line. and the tapering Much valuable and useful knowledge is 
‘ ' } yl] . } ino . 17 
get-awa\ troke As you pay more attention e gleaned from the typing of some we 
to the artistry of shorthand vou will tind your vritten papers, and the typist is often the 
“wee esti, Se ¢ 1 a. 
speed growing proportionate ly and with it rst person to wh it t s evealed i 
vour eniovment in the exhibition of vour skill new and different light Thus typist-students 
find their work often intensely interesting as 
1 — $3 
we Ss remunerative 
{ Reward for Merit : : : 
he rst tangible evidence that vou have Nott The Style Guide of the Duke Uni 
reached a high standard of shorthand artistr\ versity Typing and Stenographic Bureau fills 
. ; 
Ss the (order ! (sTregg Artists certi ate neariy tour pages of sit ole spaced typing We 
iwarded | the Gir) WeriTerR to every short regret that pressur 1 ir space prevents our 
hand student wil passes the required test appending it to Mr. Patrick's excellent article 
Membershy the ©. G. A. ts a prize wort! but perhaps he may be able to supply copies 
striving tor As I is vu | ve < mmplete 1 to those who send him six cents mn p stage t 
} ' 1 1 , .0O7 ‘ 
Chapter Eight you le to take the cover mailing. His address is Box 4387. Duke 


monthly test that is the Credentials Station, Durham, N. Editor. | 
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At the Sign of the 


INFORMATION DESK 





Send your questions to Information Desk, The 
Greece Wrirer, 270 Madison Avenue, New 
York, N. ) Answers not published here, be 


cause of length or limited interest, are mailed. 








Confirming Air Mail 


Should I confirm air mail letters as is customary with A mons that ive writte and pre 
telegrams >—H , 
ent tine p vith excellent results 
Yes he other day we received an air mail s the Bost Clerical School, wl is pr 
letter trom Spokane, Washington, and a few pared “Wante Secretar) by Mary | 
lays later along came a pink carbon of the Barry Grace | ke yrick ind Hilda M Mi 
letter rubber-stamped “Confirmation Copy.” Nally. N ibt a copy of this play could be 
We said, “That’s a good idea. Not only pri btained by writing the authors and enclosing 
tects against possible loss of a letter by plan six cents in postage 


uit also shows the writer is progressive 
Incidentally, Air Mail Service has made suc! 
. nn 
wondertul strides recently, both in the amount Handling lelephone Messages 


{f mail matter handled and in the speeding 
What is the most efficient way to handle telephone 


ot schedules, that it 1 ying to be an 
ip edules, tha . Ss coming t . a messages received during the absence of the boss, the 





mportamt tactor the mailing depar tments ot manager, or salesmen ’ r “ 1 
many large firms. When you realize that for 
) —_ , ante = ‘ it 
nly six cents you can send mail—a letter, , , . 
| | 1 > t > SS rie I i nessave piaced l i ¢Sh 
photo, proof, check—from Boston to any prin 
“a . , » escayn atte \t té vt + \ 
cipal city on the Pacific Coast, and vice versa . 
1 1 1 at teast e s ist Atte the exp 
n less than twenty-four hours, you begin t 
: ' ence the ¢€ | eC eciat protect rise 
ippreciate what an aid to business this Au 
' ' . ta re t Now \ tes < me 
Mail Service really is. If you are a stenog ‘eae 
es sage 1 duplicate i In il piace 
rapher or a secretary, better not wait to be : ee! 
: : _ , ' either tne desk t tine I wert 
told when and how to expedite business cor ‘ 
, ' , ; salesmat the en ‘ ma 
tactS via air mali lake the initiative and , 
ox or “I t é k. Int way the 
suggest it to your boss . 
party gets the message in the re la tine 
° > ooking thi Ft his mail and the secretary has 
Business Plays is copy as a check. For this sort of message 
t might be well t get the slips that sore 
Deo you recommend plays on office attitudes and man- , ; 
ners? If so, please suggest sources.—J 0 cep _£ patiic I ‘ ! piace 
i irbD 1 tw wi dow tie nes 
he interest resenting hnsinece . 
rhe interest in presenting busine play same Os urse e ; . he on 
during the course in ofhce and secretarial tran tended ft ther tha telep ‘ ive i 
ing, in both public and private schools, seems t is certainly most efficient 
o be growing Three quite popular book take a litth , - 
yntaining such plays are: “Commercial Clubs 


Organization, Programs, and Plans”—Bow/: 
$1.00; “Key$ and Cue$, the Dramatic Way ot Pen for Shorthand Work 
Teaching Business Attitudes”—Findlay, $2.00 
F, What pen do you recommend using for shorthand 


rine kt H 
wor 4 


Plays for Salesmanship Classes” 
24c, all published by the Gregg Publishing 


Company. Good business plays are also pub here are two type f fountain pen points 
lished by the Fitzgerald Publishing Corpora which are suitable tor shorthand writing—the 
tion, New York City, and the Eldridge Enter gold manifold poimt and the steel point. Some 
tainment House, Franklin, Ohio. And old files writers prefer the steel pen, while others 
of this magazine in your school lhbrary contain including Charles Lee Swem and Martin | 
a number of sketches that have been played at Dupraw, both World Championship winner 


‘ 


assemblies or Commercial Class entertainments find the stiff ¢ po nost satistact 
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Marks of Merit in Bronze, Silver, and Gold, to be won as you gain skill in 
Shorthand and T ypewriting 
(See page 70) 
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e Art and Credentials 





Shorthand offers many 


OPPORTUNITIES 
to reward your efforts 


Says FLORENCE ELAINE ULRICH 
Conductor of the Art and Credentials Department 





OUNG men and women, their eyes vision and incidentally his understanding of 

opened to the need of fitting themselves the people with whom s business corre 

for a permanent foothold in the economi spondence deals da 
scheme of things, have a right to ask, ““What In Switzerland we met a whole “tramful” 
does it offer?” ‘There probably is not another t young people who are stenographers, se 
profession that offers so many opportunities retaries, and othce workers i ihees in the 
and such a variety of interests as the proles british Isles. They were on their holiday and 
sion you have elected to enter Phe pass-key making “whoopec n true American style 
of stenography will open any known door me was impressed immediately by the alert 
But of this you have been aware to some d intelligent conversation of this fine group 
extent. What interested us most this summer, ut what impressed itself most forcibly upot 
and probably will you, was the independenc« s was the good-fellowslhip and understanding 
and alert planning to increase their knowledge it knew 1 bounds of class or prejudice 
and usefulness stenographers manifest! which characterized the group. There was a 

We have pleasant recollections of our meet happy tolerance and appre that could 
ings with stenographers and secretaries in th nly be found in one big understanding fat 
high Alps, on the trains and in the ships Stenographers, we conclud t ave 
young men and women who coupled their hol pportunities but the ability to e1 | ben 
days with the opportunity to enlarge thei t by then 
vision and make themselves more alert in You are preparing irself now t t 
their profession through travel Most of this family of workers. The succes 1 real 
these sten graphers held responsible posit ons r¢ will dey | entirely mon tive gnityv \v 
in houses where understanding of conditions in bring to t subject, and the effort you make 
other countries and the habits of other peoples to merease ir | wledg ' your skill 
would better enable them to assist in the har You are the new standard bearers in a profes 
dling of international business. s} that has called some of the greatest met 
A young English girl—a Gregg writer, and wome n history You have rea 

too—who spent her “fortnight” in New York, these page f the interesting work and th 
returned to her office in London better success that mes to stenographers in vari 
equipped, she felt, to handle the work of her us fields of activity The Credentials De 


desk in an export house. A young lady with partment, with its array f certificates of 


whom we had a pleasant chat on the Gorner merit, prizes, and awards is organized t 

grat is secretary to the editor in a publi- make the period of study more interesting and 
cation office in Berlin. She was making notes fruitful for you. Stenographers, ambitious to 
for suggested articles on the customs of the increase their shorthand and typewriting skill 
peoples visited. Another young lady, who for the job higher up, make consistent use of 
proved an interesting companion on a train the tests provided here. They have reason to 
in France, is secretary to a fashion artist know that these tests provide the practice t 
She was on her way to Paris for a “holiday” meet standards necessary for proper off 


and to “pick up the styles.” A young man production in b peed and accuracy ! 
with whom we trudged over a glacier on the If there were twent ve nde 


Jungfrau is secretary to the president of an class, and at the time graduation there wet 
American firm in London. Travel not only twenty e positions offered graded in desir 
provided a release from the duties of his ability and salary according to the skill devel 
office, but helped pleasantly to enlarge his opend by t student, where would you want 
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plac i 
| 


ecause the te 
limited time ir 
nto busines 

lass while 1 


winning thes 
you will devel 
tinguish you a 


ness. Your 


must make that decision now 
nograpl course provides very 
vhich to train yourself to fit 
li ul are a leader i yout! 

] and your success 1 
edentials will determine this 
p iracteristics that will dis 
s a leader when you enter busi 


uccess depends entirely on your 


wh efforts now There are achievement tests 
ivailable to u whenever you are ready to 
take them! Jhe whole series of awards was 
utlined in ur September issue lf you 
missed that mag e, ask uur teacher to tell 
ou about the Credentials program We add 
ere a few details about Club Prizes that were 
rowded out of the last issue The entire 


plan is explained in our 


Booklet, 


request to 


redentials 


received a 


About Club Prizes 
About Club P 


m.. ALIFYING for the cet 

ates and credentials becomes mort 
exciting and tascinating if, m addition to this 
iward, there is the surprise of receiving a 
prize for having submitted the best paper in 
the class. Suppose that ten—o1 itv—ol you 
tudents in a typing class decide to try the 
Junior ©. A. T. Test this month All of you 


will write perte 


t copies of the Junior Test as 


t i 


neatly and artistica as you can, but there 
night still be considerable uniformity in the 
vork However, if for the best paper an 
QO. A. T. pin or a lovely Esterbrook Fountain 
Pen Desk Set iwarded in addition to the 


certificate We 
isn’t it 


Members of ¢ 


bership of tet 


ipply for prize 


he lranse ript 


ion Tests at 


it is worth striving for, 


clubs 


aphers may 


ommercial with a mem 


also 


more stenog! 


awards 


Every student who passes the 120-word 
lranscription Test is given the gold Tran 
scription Pin for 120 words a minute. Every 
tudent who passes the Competent Typist Test 
it 50 or more words a minute is given the 
gold Competent Typist Pin. The medals pic 
tured on page 63 go to those who qualify on 


ice: Titel 
the higher speeds 


What lover of 


if near Cobham, would miss 
visit to this quaint old 
Bottle” Inn? Miss Ulrich didn't! 


quatiitving on any 


“Pickwick Papers,’ 


“Leather 
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lere are the other prizes awarded in add 
tion to the ertificates for the best pape 
submitted in a club of ten or more papers 


one 


Transcription Tests 


Club prizes for Junior Transcript Tests a 
80, and | words a minute are awarded as yws 
For the best paper in a submission of not fewe 
than ten qualifying pape Ag pin a words a 
nute, the decision t ade on a racy, spelling 
irrangement, and genera tness of the paper 
A silver pin at eighty words a minute for the best 
paper in a club of not less than ten qualifying paper 
it 80 words a minute ul i nze pin at sixt 
words a minute for the best a ib of 
less than ten papers at ; minute 
In the event that a é b of papers 
tted, with not less than t papers in the submi 
sion, the club prize is a ‘ e student aking 
ae on Dae the whe is anemia 
¢ este .¥ t s te 
0. GLA 
lalifying specimer Pin 
qualifying specimens, Silve Pir 
qualifying specimens, Gold Pi: 
40 qualifying specimens, | rald P 
jualifying specimet I } 
qualifying specimens ge | tain P 
Compact 
O. A. T. 
10 qualifying specimens, B Pit 
qualifying specimens, Silver Pi: 
qualifying specimens, Gold Pir 
4) qualifying specimens, Ester! k Fountain Per 
qi ialifying specime s Esterbr k I nt ! Per 


Desk Set 


a 








Tne Grece Warrea, October, 1935 7] 


ANOTHER 
STENOGRAPHERS’ 
CONTEST! 


Stenographers’ Contest Copy a eee 
. vé ontes opy 


PART I 
NIGHT IN THE OPEN 


Night is a dead monotonous period under ( tect ( . Part 1 entitle J i 
a rool, but in the open world it passes lightly, : ; 
with its stars and dews and perfumes, and ‘ pe tudy and pra 
the hours are marked by changes in the face Short} Sty , S pet St 
of Nature What seems a kind of tempora! “re , are ; 
death to people choked between walls and e neiptu ru ‘ 1 
curtains, is only a light and living slumber to 
the man who sleeps afield All night long 
he can hear Nature breathing deeply and Che not ma e writt ol f | 
freely; even as she takes her rest she turns 
and smiles; and there is one stirring hour 
unknown to those who dwell in houses, when ) ul \ i I 1 rre 
a wakelul influence goes abroad over the : Ais 
sleeping hemisphere, and all the outdoor . : 
world is on its feet. It is then that the cock 2 lactor \ 
first crows, not this time to announce the 
dawn, but like a cheerful watchman speeding 
the course of night Cattle awake in the 
meadows; sheep break their fast on dewy 
hillsides, and change to a new lair among the = 
ferns; and houseless men, who heve lain ake a | 
down with the fowls, open their dim eyes and { , titles Mictak . 
behold the beauty of the night : " 





os LEASE have another Shorthand Writ 
ing Contest ior stenographers rhere 
are eight votes in this offi for the 

Stenographers’ Writing Contest—all of the 

stenographers.” “Let us have another Ster to ¥ 

ywraphers’ Writing Contest." “Here are our 

votes tor so read the shower of votes tron 

(osreggites cager compete with their tellow 


stenographers nother ote Srapecrs Lon The Prizes 


Splendid idea This Contest, theretore, p 
will be a test of shorthand penmanship, short nd D 
and transcription, and accuracy and neatness . Pia ! i kt Oo 


typing a test ! stenographi sk 


Conditions of the Contest 


rapher, secretary r reporter, and has beet age : 
employed tor at least six months prior to this 


announcement 1s eligible to enter Closing Date November 30 


The prizes will be awarded by a committee er than n ” 
uding Dr. John Robert Gregg, nsidera 

Mr. Rupert P. SoRelle, Mr. Hubert A. Hagar, ther ¢ 

Mr. Guy S. Fry, Court Reporter Charles Lee ils he re t bye 


Swem, and Miss Florence Elaine Ulric! sequent issue of t VRITES 
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Shorthand Style and 
By FLORENCE 


NHE frequency with which circles are 
joined to strokes makes it imperative to 
develop a facile handling of them at the 

1 not able to make them 


correctly and smoothly at a rapid rate of 


outset. If you are stil 


speed, try the first exercise given this month. 
It provides remedial practice tor correcting 
angular curves, retracing of circles, and ir- 
regularities of style that should be eliminated. 

Write swiftly to count. 1-2, 1-2, a-l, a-l, al, 
f, al About four characters to the column 
ind five lines of each character should result 


in improved technique, if you are practicing 


attentively Then let us try el. The circle 
must be small, a mere turn of the pen. 1-2— 
greater stress on 2 to give time to complete 
the /—1-2, 1-2, el, el, el. 


Vary your practice by alternating with the 
shorter stroke for r—el, er, el, er; al, ar, el, 
er, etc., and then some /e’s 

Should the hand have a tendency to cramp 
under the stress of dictation, pause for a mo 
ment, rest the whole arm on the desk and 
slowly open and shut the fingers until the 
muscles are completely relaxed, then pick up 


uur pen and continue your practice. 
MOVEMENT DRILLS. Now try Move 
ment Drill | he circle should fit smoothly 
in the arm of / and ¢ in late. Retrace the out- 
line in the plate if you wish to get the swing 
of it; then try writing it to count. L has the 
greater curvature at the beginning, the circle 
is rounded out smoothly and there is a grad- 
ual lift of the pen immediately the circle is 
completed, thus giving the tade-out or get- 
away stroke at the end. Four outlines to the 
column and about five lines should be sufh- 
cient practice at a time to give you good con 
trol on this one combination. Then alternate 
it with lane—make n straight, please—ate, 
ad, lane, laml Then /en—small circle here, 
remember !—l-en, l-en, l-en; led! If there is 
a tendency to make angular vowels you must 
pause long enough to correct it; the circles 
must be joined smoothly and without pause 

in the circular motion of the pen 

Lar in Movement Drill II will be easy to 
execute, as curves are always more facile to 
the hand than straight lines. Watch the slant 
of the circle. If you are writing naturally and 
freely slant will take care of itself, because 
the motion in writing the outline is not unlike 
that used in writing the small longhand letter 
e. Exercise care to make the forms correctly. 


Maintain good difference in length of strokes 
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Speed Studies, No. < 


ELAINE ULRICH 
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A, 


Pearl Pin 


QO. G. 


O. G. A.Test 


Veronica Hend s M 
garet Cor » 
Ma tt See page 75 for instructions 
I 4 Haw i 
High Set > 
Ming " 
‘ 7? (- 
Gold Pin 
Jene Jones, High Sect 
Cranford New Jer + , 
Estelle Adan i / 
School, Freeport l ‘ 
Dorothy Kunkle Ser iH “ ~ ‘ } 
School, York, lennsy ¢ 
Germaine Duk i 
School, Burlington, V« cs 
mont . - ‘i —- p 
Silver Pin ' 
Avis Slinde, High Scho 74 a < ‘ 
Madison, Minnesota 
/ , 
I t Huebner Wa a. 7 
High Set M > , _ 
Ohio , 
Elizabeth Dict ar ( i 
munity High Set Alt Y 
mont, Ills —< ~ c my GS 
Gertrude Guetzliaff Hil 
School Sheld I 
Cella Jone Hi Ss ” , 
South Haven, Michiga ) y, a ) _ 
Catherine Heard, Higt r » “ 
School! Ontor M 
gan 
Margaret Wyvill, St. J e. o ‘ Pe x 
College, Emn ‘ 
Maryland rs) 
Helen Clement Acad f < , A 
Our La Pe I ‘ P 
Jane Prenderga S 
Joseph Acad s — 
Paul, Minne 1 << - a oY 9 
: f 
Bronze Pin 
Richard Flynn, Purcell Higt -~ 4 4 4 
School, Cincinnat ol ) 
Marie Macneil! Mount 8 
Vineent, Halifax N : ao 
Scotia Canada ] . : 
Agatha Sohr Imrt ate 
Conception Scho Bronx P e : 
New York rz 7 lo. 
Kathryn Riley High Seho 
Houlton, Maine 
Beth Edie High Scho , 
Woodland, California ‘iin. “ / , t 
Mary Jane Whitebread, Hig! j 4 
School, Concordia, Ka A 4 
Truth Sheppard Union H { A , as a . A { 
School, Santa la ‘ 
fornia j 
Milzabeth Toomey Imma , 7 
late Conception High . > c “> Py 
School, Montclair New 
Jersey _ ) 
Gladys M. Wootten, Hig P y f Po) . 
School, Marceling M al d rs fe ie 


Plate for October 
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October Test Material 


Instructions for Writing er ee eo 


‘ s the 
. _ 1s t! fact must 
the O. G. A. Test , > islet Seti senna 
( ( ‘ trat 
‘ ‘ thre j it 
This is a test of your ability te write shorthand 
smoothly, fluently, and accurately It can be writ 
ten by any student who has completed the first rect 
eight chapters of the Manual Practice the test as Aft 
often as you like, comparing your notes with the 
plate on page 74, until you have preduced a copy . “ 
in your best writing style before submitting it for perce ‘ ' f ‘ ‘ { \ : 
the certificate of membership in the Order of Gregg onme ‘ , ‘ oat abe . . be « 
Artists Ask your teacher to criticize your notes PERS : ‘ 
as you practice Observe proportion in lengths, cor- ‘ 
rect size of circles, good fermation of curves, and reme ree wna ihrectior 
fluency of execution ae ‘ \ . wal ' ' ‘ 
) | : > | 
“ the 
\ ) g es g 5 ‘ . * 
Tit S t \ \ ca ] ‘ electr t 
‘ , + ‘ , } i 
\ ire tive \ < ( t t } ‘ erTwe 
\ I M re . ve \\ i \ ! \ 
, | ‘ ‘ le . 
, . as e 2 Pe ‘ ¢ « 
» monies ‘ e 4 , ‘ ‘ ¢ ¢ , 
»~ that la Ve tl i ere \ 
1 , ‘ 
. rye ? t ? ) ft ? ; , : 
€a if ‘ } ? et t ‘ ‘ ' ‘ i t ? 
‘ . , ‘ 
\ R igher ut the ; ‘ i. 
f rt ‘ 
tter f ea 
. ° a "; 
Senior O. A. T. Test 
P .. Bs wee 
Junior Q. . . c t This test is for the advanced typing students who 
already hold the Junior O. A. T. Certificate and 
have passed the Competent Typist Speed Test at 40 
Arrange on one sheet of paper as attractively as words a minute Parts I and II should be at 
you can the copying test given below for the Junior tractively arranged on separate sheets of paper 
©. A. T. Certificate Te secure the Certificate you ene page each), single-spaced between lines and 
must make a perfect copy of this test, without errors double-spaced between paragraphs, since this will 
or strikeovers With good ribbon, clean type, even enable you to make a better arrangement Para 
margins, and even touch, try te produce a copy graph the matter correctly and arrange the three 
worthy of Honorable Mention and the gold emblem subheads (in italics here) in the manner you think 
pin in addition to the Certificate most effective. If you wish te complete the prob 
lem by making a cover design, do so This, how 
ever, is not required 
Say t ] i 1 ; i ns 
‘ 2 } TY) rrver ¥ . ‘7 . . , 1] + ; ? . 
7°) ¢ R 4 g } nus iwell A | ART | 
' 
ceasing on a particula » \ ,™.- 
give v« Now t t t matt it I \la Kabi¢ 
t Pp > the p nt s 1 ‘ i t eT! t 
rate the brair by exe se ‘ 1mavy ' ‘ ‘ am rt galleri 
a Tutiie ‘ i t Wa I 
I t g DEL I that 
standar« vetting t ‘ , we ‘ ea 
§ the ma , . the 1 , t ere 
t these t] gs depend e dis ! " 
and gor . 1:6 ait . \ Ie ‘ ‘ ‘ ‘ L vw the 
Tat i dis pline re the abit ’ nf e7 
! he At 1 Ca lea ti au) eT reser the 
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October Competent Typist Test 


Use double spacing in typing this test 


(To find the gross number of words you write, divide gross number of strokes by 5; then deduct 10 words 
for cach error to get net words written. The number of strokes is indicated at the end of each line in order to 
facilitate counting the gross number of strokes written.) 

Strokes 

They are conducted by men and women, young, mid- 47 
dle aged, and old. Only the person away from home and 102 
looking for a paper that bears the latest news about 155 
friends and familiar scenes can fully appreciate the useful 215 


part played by these news and magazine vendors in “little 273 
old New York.” Some of them take their work rather 325 


seriously. There is the young fellow who has a stand on 382 
Forty-Seventh Street, in the heart of the theatrical dis- 439 
trict. His father, by the way, told him, “Whatever life 496 
may hold for you, son, tend to your education.” The son $53 
lost no Opportunities to extend his knowledge. He real- 608 
ized that the man who knows the most usually has the 662 
best chances of success. 688 

It is a desire for education that draws many people to 743 
his stand. They like to read the news and comment in a 799 
paper that is published in the old home town. You may 854 


be one of those who has wandered away from the place of 910 
your birth and early years. If so, you can understand this 970 


longing for the newspaper you first learned to read. 1024 
Although you may have been away for many years, yet 1076 
there is a tugging at your heart strings for little bits of 1136 
information about how things are going back there, and 1191 
whether the town is standing still or forging ahead. 1245 

Many others feel just as you do. Once in a while 1295 
Amelia Earhart stops on the way to her office or hotel to 1353 
get an Atchison paper. She was born in Atchison. Rich- 1409 
ard Dix has a few minutes to spare, and he asks for a St. 1467 
Paul paper. It is his home town. Bill Powell, when he 1523 
takes a stroll up the Avenue, suddenly wonders how 1574 


things are going with the folks back in Missouri or 1626 
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Kansas, the land from which he hails. He gets several 1681 
papers, and when he returns to his hotel he flops down on 
the bed and regales himself with stories about Jim and 1794 
Sally. 1802 

To the news stands in lonely Manhattan come wander- 1852 
ers from all parts of the world, not only from all parts of 1912 
America. They speak the accent of their native land or 1968 
place. The sympathetic vendor can draw them out. They 2024 
will tell him just what they want to know. There may 77 
have been a strike or a catastrophe in the place they call 213 
home. Perhaps they have found gold. Oh, many things 2190 
may have happened, and they long for the latest bits of 224¢ 
intelligence. 2261 

The vendor who caters to the people away from home 2312 
is a fine fellow, friendly, understanding, and eager to help 2373 
with information. That is why the lonely transients in 2429 


the big city between the rivers like to stop often and hear 2489 
a voice that knows just how they feel about the way 2541 
things are going in the place where neighbors took a sort 2599 


of daily interest in their welfare and called them by their 
first names. They read more carefully the columns of 2713 


that paper than of any other, and after they have finished, 2773 
they feel better. It is as if they had been visiting folks 2833 
in the old home town. In fact, they may sit down and 2887 
write a “howdy” letter to someone they left behind. 2940 

Have you ever been away from home, and have you 2988 


ever had the feeling? I wonder. It is the same old story, 

distance lends enchantment. When you are back home 3100 
you want to be in New York; and when you are in New 3152 
York, you want to be back home. So it is fortunate that 3209 
when in New York you can mentally journey over the 3260 
miles to the place where you know everybody and every- 3313 
thing, all because of the news stand that has papers from 3369 
out of town.—“The News Stands in Manhattan,” by Alton 338) 


Rass. 
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Weasel (ermine 

Wolf 

Wolverene 


Totals 


I ibilof Islands foxes only 
White 
Blue 


(rrand Totals 


; pel from f , 1 


great species of Car 


Tue Grece Warrer. October. 1935 


uy) quare nt 
158.00 worth of « 
that for each one 


average annual inc 
ff about $5.70 is produ 


is the lesson, among 


lage of these square 
| d tur by il 
\ have rece 
terior Alaska, no 
st 1 this regior S 
Idlite tor na 
t marine mamn 


a 
f wildlife ma 
amely B ‘ 
S Bia Game 


Ng game species 


finding its favorit 
ance on world 

se the strongest 
egion was once t 
hy 
oose which is the 
me into tha 


a devastating fire 


frame Commission) 


1925 


Total Number 
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e The Shorthand Reporter 





When He Don’t 
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By CHARLES LEE SWEM 
Official Reporter, New York Supreme Court 
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Probate Court Terms 
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trust estate la? | 


trust fund ges 
undue influence S? 


unsound mind — 
unsoundness 
of mind a 


use and benefit 


widow a 
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it reproduce exactly as avs it iltere 
and unadorned. Some latitude is allowed the 
reporter even in court in dressing up the lar 
guage of the attorneys and the judge, but this 
latitude is usually nfined to grammatical 


e the exact language of the attorney 


in framing his question or of the Court in his 


lings ma ive an important bearing on the 
worn testimony of the witness 
As a general rule ywwever, except in sworn 
testimony, all obvious grammatical errors 
should be edited by the reporter FE xperience 
alone will te the reporter what grammat 
cal slips to wat for, but there is a certain 
routine of errors that it is easy to “spot,” 
even ft correct in the taking { the notes 
themselves These errors n ay e listed as 
follows, constituting perhaps the great bulk of 
the common grammatical si wt the race 
1. Misuse of personal pronoun; wrong case 
Errors it mnection with the verb “to be”; 
1180 i se error 
Ss t nfinitives 
Probably nine-tenths of the comn Englis! 
errors are case errors made in connection with 
the personal pronoun, and can be taken cars 
of almost automatically by a simple under 
standing of the case structure of our languag« 
and the application of a few simple rules 


We have three major cases governing nouns 


and pronouns, the nominative, the objective. 


[ t t 
and the possessive. Considering only the pro 
nouns, uy \ case errors are almost ex 
clusively made ey are 


Non at ¢ [ you he she we, they 
Objective: Me, you, him, her, us, them 
Possessive ” ur, his, her, our, their 


| 


Recognizing these forms of the personal 


but fe 


ur rules to 
exception 


pronoun, there 


ber and t 


are remem 


apply without 


First rule A pronoun that is the subject of a 
sentence is always in the nominative case, and takes 
the non .t , 

Second ‘ _ a t n that is the object of a 
verb or of a preposition is in the objective case, and 
takes the objective forn 

Third rule A pronoun acting as an adjective, 
modifying or describing a noun, is in the possessive 
ase and takes the possessive tf 

The verb to be takes the same case 
t 
I believe, are absolutely invari 


grammatical 








ee i authority, ] 
ment think ta singie except 
to then | lustrate ea of them 
Under ile 1, let us consider the sentence, 
am a shorthand reporter. I, being the sub 
ject of the sentence, takes the nominative 
form. (Errors are rarely made in connection 


Here 
mischief 


(Rule 2). 
all the 


second 


makes 


81 


lake the sentence The farmer we me an 
d rie S the mple I tive lorm 
mie People rarely make an error in such a 
nstruction t the trouble comes when the 
irmer gives tw f us apples, and somebody 
says “The farmer gave George and | apples 
Obviously / in this instance is one of the ob 
ect f the we, and therefore it should 
take the ol t form—me: The farmer 
wwe George and me apples. 
A nother tam a ft s type it erro;# 


Somebody wil 





jether on this when it s ! 

t and me get together on this 
te I ta ere the oma lorm 

n its tace the ca # the pronour 

w it, i t's 1s not yr but 

{ let-us. It isn't let-we get 
iet-us, you and me, get together 

And lest t ‘ f you who haven't yet 
passed r English finals are still searching 
tor the subject t the sentence, let me point 

t that ft ect s you (u lerst ud ) 
| ‘ | ‘ ‘ svt 


mp ¢ ence, W contract 


alysis, would be, You let us, 


mplication, t 

u and et together on thts 

The ri T Se mid rule ) als < vers 
the is ms following prepositior 
Dh ect l pre tion is always in the 
byjectiv ise: there e, such common sok 

ms as Dette u and / cannot be « rect 
between being a preposition and calling for the 
objective form oft tl pronoun following it 
between s and me. J, we, he, sha, they 
never follow a preposition, but the objective 
form, me, us, him, her, them, should always be 
ine 

Now to illustrate Rule 3 My I h his 
1uton e are simple forms upon which n 
y makes er but such erroneous con 
structions as r hrected to me having iw, are 
he ird every da In this Case the biect ol 
the verb is not » but the participle havin 

1 having n reality a noun in this con 
struction ; there re it can only be modified 
I in adjective i the adjective form of a 


in is always in the possessive case Hence 


rected to my having the 


always remem 


ber that the » form of a verb, when it 1s 
acting as at rather than as a pure verb, 
s in effect a1 there e requires the 
adjective modifi 
TY t ¥ , | 
the verb to be 
vith the aux I 
d et Thes 
perform non 
caf fumctinn af 





old 


instead 


many 


called “copulas” 
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they are relieved from the ordinary rule that or the experienced reporte ave discussed 
the object of a verb must be in the objective mly the commonest what might call lit 
case Rather the ile is ft the verb f bye erate errors, or the ¢ t se vi ugnt 
s that it takes tl ime case following it as to know better, w | fo know bette 
it does before it—which is almost exclusively ut who through carels es thoughtless ; 
the nominative Phu f f and /t might ! ess tall into then ive t touched upor 
he are eminently rrect, the nominative forn the common illiterate e1 s, such as the am'ts : 
being used both after and before the verb ¢ ind the he don'ts lt things that w : 
copula find in the speech ot th é ited and meet 
As for split tive good nglish say onl m the witness stand, where editing is 

that an infinitive verb ul ever be split t only unwise but bited Nor have | 

The modityu i erb should always be placed illed att t I t mere me i cal error 

betore it or atter it eve n the middle. Thu t verb and noun agreement r that commor 
in the expression, * want u to caretu practice f speakers ea g dependent clauses 

) fé th .) the if er! reru s cleaving 1! al gling 11 1! | all \ le Al I I err rs 1 

half the infinitive fe Say, l want ou arge cnoug I nciucde em all, for the min 

arefull f nole f I / want nu to note ot mal S very prom tt err and ur systen 

this careful Sometimes, s accustomed of grammar is not the most scient r col | 
ire we to splitting infinitives in colloquial use, sistent thing in the world 

in infinitive properly modified will sound pe The experienced reporter will add s ow 

lantic or stilted In that case it is best t special editing rules to these that | have gi 

ecast the sentence if it ca be done without e1 it is to the student reporter, and t begi1 

iolence to the thought or the individuality of ners on the reporting job, that they are direct 

the speaker 5 expressio! ed and recommended is aids 11 the importa 

In these mple rules, laid down for the and sometimes perplexing matter of getting 
guidance of the reporting student rather thar it the transcript 


Can You Answer These Questions on Mr. Swem’s Article? 





What does the te edit” infe 
Does it apply differently t s thar ting t we . 
Has t . te arte blanche t ess Ss re 
+. What is the reporter's accepted functior 
Why | even verbatim reports sually r re s e editing 
6. W t general rule applies in making the necessary chang¢ 
Are there any specif frammiatical errors t e corrected 
8. What common errors should we watch for mn the s€ 
what rules are suggested to gover their proper use 
9. Can you give an illustration other than that Mr. Swen te ting 
a common violation of eacl { the four rules he give s 
10. What does Mr. Swem say al t editing testimony 


OU'VE heard the exclamation many times, , than ¢t guerdor I gag . 
' ' n the is ss they engage ¢ " t ‘ 
well wager, though probably with the  joncer any long. slimy. creen egy SE 1 ma ‘ 
~ a ¥ s - * . * 
“My” prefixed. And you've no doubt wondered, maidens in durance vile, no } pulchers t 
: ‘ - Sanne 4 Gadel + P . @ / nies +} 
as we have, how the expression originated If yar ec ; 
any of you know, we'll appreciate enlighten Business is today the I f the Cloth of G 
ment. It is easy to guess its connection with Rus; ' — ee , , 
, “Business 1s today the field of the Clot I 
old heraldic rites, ceremonies of the Knights ; 


Gold.” That makes knig ts of al oft us wh 


of the Order of the Garter. That's what made : : 
, ire preparing to enter its lists (even the ladies 


as we read over the key t 


it pop into min , : , 
\ challenging concept that should put spurs t 


the last of the Talent Teasers, the shorthand 








hits »/ 
our amb on 

for which appeared last June 

Some “9 : 1 we K w. are waiting ! tl As for the stars. tl 
key to chee up \ ir transcripts 1 1 1 
. to ch " SCriy this month among the F 

Busines today the fessiot lt offe some vou found out Camping 
thing of the glory that in the past was given to the September In plain Enel —_ . 1] j 

sader, the soldier, the courtier, the explorer, and | i 4] ' 

‘ > ) 1 ] ¢ } 

sometimes the martyr—the test of wits, of brains, of twelve words 1n at al 
quick thinking, the spirit of adventure and especially you would need help or 
the glory of personal achievement 

Making money is not the chief spur to such men as Messengers, brilliant, extra 
Dupont, Chrysler, Durant Filene Hines Eastman loned, grandams magnificent artia ‘ ‘ 
Curtis, Gary, Ford, Grace Money to them is no rrless, comparison, supremely : 
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WHO'S WHO IN 
| SHORTHAND SPEED 


{RCHIBALD ALAN BOW LE 
Reports Two PERFECT Records 


Broadwater makes perfect 
transcript in Southwestern 
Reporters’ Contest, while 
Miss Keller qualifies at 175 
without error. 





Syle ia Keller 





{A’l SS words a minute without dal { ‘ , pape 1 
e! ihats ana np! nent wort w it IRS , t 
‘ rd | Was d c ! ‘ test px s i 
s tiie eal 1 sumn sd t ts tor the ‘ < ears we tall 
\ e tie ! nete regist ? ir t na the pe ‘ + re t this 
legrees t r itortable ohn peed | it va ve 
A g p ot shorthand reporters had gat es { ( : e t 
ed at W i Kansas, t attend the « e mark vit r ¢ ! t 
ent e Southwest Shortha Rep ters t Ss take M t | 
As < t \ teature I that vent was 1x per ‘ i 
test the er trophy offered by the Whenever a ’ the alway 
issocia Mr I. | I 1dwate i Urege t S “ ’ " 1 ‘ i 
i xpert Nan a ledal w e! was th S . es n e was Db n this 
t t Carve s i c it ft ply t x¢ t ¢ tate { t iin be use 
were hun i possible ( s l 1926 he Ml | id t t s tha 
i Manage t i se sce al im £ } ( GO ( m 
the Cul Arie ISO) c \ S lace ‘ | ndlay { ( la I T Ss (ol 
the associat test ‘ act itt \ t k the « rep rt 
But s 1935 event there were a molx ‘ se at ( { eve. ( Kansas 
I ther testa s ir ! tin tates t tive puts r um ob ( ( ~ \ 
Southwest " t lispute the issue w ‘ S , t eS lowe 
| Mr. Broadwater. As the result the cont State aie sie this 
were ani there Vas yreathless sile ‘ d ‘' 
What did ‘ ymple details § \ Not 
nly that M I adwatet al Ww the trop W! ( gratulate M | viwater not « 
nut that he 1d Ss 4 new association record on wil 2 test, but also tha 
il iverage iccuracy oO YY 48 per cent « the 100 pe ent i { SS Ww ls a minute 
three takes w < mstitute he mnitest He | its great \ ti ther pertect re 








4 


ord t 
here 


d 


t 
it 


hat 
’ 


His 


ute 


month 


we have the pleasure of reporting 


a perfect score at 175 words 


OR a student to write 100 words a minute 


and transcribe it 100 per cent perfect is in- 


deed 


yvratulations 
teachers would cease to have gray 


fine accomplishment and merits con 
If all students would just do that 


hairs and 


would be the happiest of persons in this wide, 


wide world. 





If, as the dictation speed increases 


in the classroom to 120 words a minute a stu 
dent should make, say, just one little tiny 
error, and if, again, but one slight error 
cropped out when dictation was given at 140 
words a minute, there would be much 
rejoicing. 

There is, in fact, just such an accomplish 
ment to the credit of a New York City girl 
graduated from the James Monroe High 

r , 
Recent O.A.T. 
(Continued fr 
Harriet Johnson, High School, Ruth Buebler, High Sch 

Columbia Heights, Minne Mason City, lowa 

sota Louis Conjar, Catholi Hitch 
Virginia Tyler, Township School Harrisburg, Ten 

High School, Savanna sylvania 

Illinois Alberta Bergstrom, | t 
Lawrence M. Braun, St. Phil Greenwich Academy East 

mena School, Chicago, Greenwich, Rhode I i 

I!linols Rosemary Franxmar St 
Evelyn Taake and Florence Benedict School, Covingtor 

Michaelson Hich School Kentucky 

Tilden, Nebraska Cora Lee Fuson. High School 
Lionel Ferland, Holy Rosary Dathart, Texas 

Commercial, Rochester Mary Aumiller, Sacred Heart 

New Hampshire Commercial, Columb 
Edna Duhamel, Northern Ohio 

Business College, Bemid)i, Mary Elizabeth Moone St 

Minnesota Joseph's Commercial School 
Asia Marie Krause, High Roxbury, Massachusett 

School, Ponca City, Okla Gertrude Johnson, High 

homa School Sheridan Illinois 
Lydia Meyer. Lutheran Hig? Raymon Johnsen, Township 

School, Milwaukee, Wi! High School, Forrest 
consin Illinois 
Mary Nolder. Hich Schoo Marie omg St. Mary z 

Manhattan, Kansas Academy lilwaukee is 

consin 
Thelma Minor, Garnet Hig Grace Smith. Hich School 
School, Charleston, West M ; 
1 Virginia Boone ville ississippi 
5 Mary Clayborn Holy Name 
Imogene Van Dyne, High Central High School, Oak 

School, Barnesville, Ohio land, California 
Dorothy Wessels, High Alta Murl Hyatt, Juanita 
School, Eagle Grove, Iowa Collom. and Rita Lorona 
Esthel Turcotte, St. Clare Union High School, Yuma 
High School, Woonsocket Arizona 
Rhode Island Jack Whirry and Ione Sie 
Helene Winton. Hich School pert, High School, Mon 
Colorade Springs, Colorack tello, Wisconsin 
Claire Campbell St Evelyn M. Dombroske, St 
Michael's Commercial Philomena Commercial Chi 
School, Philadelphia, Penn cago, Illinois ’ 
sylvanis Margaret Viktor, St. Kath 
r- rine School, Baltimore 
Robert Tomlinson, Cortland Merviend — 
og — Cort Marion Doyle. St. Patrick's 

— High School, Roxbury, 
Dorothy Schomaker, Lourdes Massachusetts 
High School, Marinette, Shirley Jasper, High School, 
Wisconsin Averill Park, New York 
Russell Dupre Holy Family Paul A. Behn, Community 
School, Worcester, Massa High School, West Chicago, 
chusetts Illinols 
Dora Dodge, Bemidji High Miriam Pritz, Penn High 
School, Bemidji, Minnesota School, York, Pennsylvania 
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School, and now attending the School of Re 
porting at Pace Institute. What is more 

when the 160-words-a-minute dictation was 
given, her shorthand was so accurately writ 


ten that no errors should have appeared in the 


transcript. One did occur, “states” for “state” 


a slip in typing she vowed would not occur 
again 

So, when the 175 words-a-minute Gregg 
Expert Medal Test was given this summer, 


and a perfect transcript was turned in by Miss 


tin 


to do much shout 


What 


Sylvia Keller, it was 
ing, 
2 ' 
record 
Miss Keller 
teams in the 


by tl 


gratulating 
Miss Keller 


been 


cheering, and cor a 


Congratulati 


has twice on winning 


yntests 
Short 


the 


annual shorthand 
New York ( 
Teachers’ Association, 
added to 
sregge Shorthand ( 


Cc con 
Uregg 

during 
the Eastern 


ducted 1€ ty 


hand and 


spring she her laurels 


States ( hampionship 


Prize Awards 


m 74) 


page 


Nina (Cron Takoma -Silver Beverly Preno, Community 
Spring High School, Silver High Sehool, Carlinville 
Spring, Maryland Illinois 
Anna Balter, St Augustine Lucille Waggoner, High 
Commercia Hich School School, Fostoria, Ohio 
Chicago, Illinois Jeannette Conway Star of 
Dorris Marte Fournler St the Sea Academy Long 
Mary’s Academy W inloek Branch, New Jersey 
Washington Tommy Fewer, Pacifi Audit 
Maria Louisa Arias, High Scho f Business, San 
School, Nogale Arizona Franci California 
Dorothy Carr. High Scho« I Mosher High School 
Cheney. Washington Mechar r a 
Louis Riepl, St. Mary Scho Lillian Franee iacek, St 
Herndon, Kansas Mary's of tl Mount 
Edith Salak, Senior High Helena, Montana 
School, Schuyler, Nebraska Me n Tiemanr Rosedale 
Ray Selman, Nixon Busin High School, Kansas City 
College, Palestine Texa Ka 7) 
Lincoln Gamrath, High >» 4 Jones, High School 
School, Opheim, Montana \ tlachia, Virginia 
Jane Sproull, Senior High Margaret Muleahy, Pembroke 
School Uniontown Penn B ness College, Pem 
sylvania broke, Ontario, Canada 
Ray Allen, Roosevelt-Wilsor Haro Lienhart, Community 
High School, Clarksburg High School, Marea, Illi 
West Virginia nois 
Wayne Frederick, Union Ursula Abeln, St. John Hit 
High School, Yuma, Colo Sc ho« Carroliten, Illinois 
rado Thelma Foard. High School 
Ruth Huber, Township Hich Alexandria, Virginia 
School, Pleasant Plains Nadine Lewis, High School 
Illinois Clarksville, Arkansas 
Mary Margaret Meyer St Maurice Kelly, Senier High 
Joseph High School, Wapa School, Schuyter, Nebraska 
koneta, Ohio Lenna Dickens, High School 
Helen E. Buhler, St. Phi Gage, Oklahoma 
mena Commercial, Chicago Evelyn Harper, High School 
Illinois Radnor, Ohio 
Claire Dwyer, Central Hig Herbert Shallenberger, Com 

Sehool, Butte, Montana munity High School, 
Violet Delich, Community Stronghurst, Illinois 

High School, Mt. Olive, Mart? Ma lone Visitation 

Illinois Academy, Frederick, Mary 
Lucille Brodeur, Villa Anna land 

Lachine, Quebec, Canada Howard Bolander, Sciotoville 
Mary Murphy, Dominican High School, Portsmouth 

Academy, Fall River Ohio 

Massachusetts Maria Rakleviez, St. An 
Irma Kure, Horace Mann Academy, Wilkes-Barre, 

High School, Biwabik Pennsylvania 

Minnesota Helena Rabideau, St 
Dolores Wagner, Seton High Michael's High School, 

School, Cincinnati, Ohio Brattleboro, Vermant 
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KALENDS OF THE WAVERLY PRESS +e+* BALTIMORE < 
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( GEISHA GIRL > 


By COURTNEY RYLEY COOPER 


Reprinted in shorthand from the American Magazine by special permission of author and publishers 


ntinued from the September issue) 























THe 


Graece Warrer, October, 1935 


Worx ? 


/ 
A / 
5 2 
y YY 
4 F 
2 
) 
a uv 
a +L 
— » 
\ 
j 
& j 
r A 
< 
} 
« — 


> 
PF 4 — 
fs 
¢ f % 
5 , j 
C 7 
r jf P y* 
, ? 
o 
" f 
j 
‘ 
, r ‘ 
- < v 
) 
/ is j ) } 
, 
, 
/ CO a 
— c / 
4 ¢ ¢ 4 
. 
« m ‘ ( 
4 ( oe 
> } « a 
. 
v 
‘ > 
2 > “7 Cc 
4 
y 
, . 
-_ Qe eZ 
f f 
(5 
4 e _ 
j ) 
¥ 4 ” 
4 z 
) > 
r ‘ > 
j 
} 
7 ° 
, 
ra \ 


TW 








90 
? 
< a’ 
4 
x 
/ 








>” 


Tue 


( a 


ay 
2 
} y , 2 
- } ’ 
{ . 
t) y { . 
) 
2 
‘ » « / A 
4 
‘ » 
a 
y 
( (4 
4 < ° 
J r , 
7 
gs P Dw 
a 
> L , a 
) 
> 
7 f “4 
9-9 
J r) 
( 4 y , 
- } \ 
, 
> 
* 
‘ *) eo ¢ 
4 
. , < 
. 
P = Z } 
» & ( C4 - 
° 
fj 
‘ 
< 4 , ‘4 
) 
( ~ a > / 
, r if 
. 
oa f > 4 
GY 
. 
‘ ) @ 
{ 
¢ vA ( ) 
. ‘ o . ‘ 


Grece Wrirer, October, 1935 


, o é 
} a 
. \ , 
"4 
> 
} ¥ 
. 
. J 
, 
} . 
j < (2 « GC. 
4 
A rs 4 
4 j 
. 
A 
k ,-F 
j 
if 
; 
3 d 
y) 
. 
. 
. 
) 
g , 
d 
, 
¢f 
’ 
\ 
i 
j 
, 
> 
* >» 
» ) 
; / 
7 
? 
+f 
, Ao 2 








{ Iectober. 193 


Crece Wrrrer. 


Tet 


XW 








i 


~w 





o 








92 Tue Grece Warrer, October, 1935 


2 


Y 4 ) | 
j ‘> ¢ 
Z ry A f 7% a ¢ : 





/ »? a ? » yY a . 
Qe > ~*~ o/ - 2-v ( : CI ns / 3, a 
e 
ae 
re A 4 > 
) 4 7 2 
a é 
- - li a 4 ¥ e WA f < a 
J 
ee f 
¢ “a Z . . 
PDP . 5 a . ? A ZA . . 
/ 
Sh / f > > 
¥9 } \ J @e Tp 3S5 ‘ - 
7 = -~ 
- f | ‘a - 
—— -F c ¢ 6 . f @ , 2 
< , 
d AF } P 
° { r L P . t 
r 
: 7 5 _—@ 
c ~ ) > } @) 4 
/ ( 
- T = ¥ aA ra J ° a . 
/ 
» ) oe -» ° ‘ 
J 
< = x ( 2 " QO “ 4 7 . / 
ier . 7 : C 
c > 
2 > & 
? y . 
> . \ o ( < t / P - 
> 
Y 4 
f f * ‘ 7 ; P } Ne GY : 
? ( 
/ >) a ¢ ) ‘ > ) . 
— . 7 , ‘ é C 6 7 FJ 
> } 
4 . > C ~ 7 e ’ ; > e +> 
/ 4 o \ ° A " Co . 55 » 2 -_ 
‘ / >) A » 2 Cc 
J =) . 
} , 6 i a ¢ 7 “4 < / e 
( 
( t 
? / ‘ 9 or, 
* a 635. a | 
4 / 
6 2 : 
( yY . 2 ) » Jf 4 FESS j 


v a 

< 6 y— £ , . 

P 7? - VU 
P ) C - ? 
7 2 
> A A 
2 P . ad i <? " ? < oo >, 
? 
( ? . . ws ? ; ) 
¢ ‘ ‘ ec c 


2 J ( ° 4 ee 2 a < f 7 ; 


(To be continued nest month) ya 











Tue Grece Wrrrer, October, 1935 93 


Tufiy’s Vacation 


By DAISY M. BELL 


Commerce Director, J. Sterling Morton High School, Cicero, Illinois 
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A World of «“Differences’° 


By JOSEPHINE HAMMOND 


A sketch embodying every Brief Form in the system 
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Can you find all the Brief Forms in this sketch of Miss Hammond's? 
how few other words she used! Note, too, how often some 
of the forms recur. We'll give you our count next month. 


Let’s see if yours agrees. 
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The Part You Play 


From the “San Francisco Bulletin” 
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Actual Business Letters 


From the prize-winning sets submitted in the last Gregg News Letter Contest 


tay 2 Pe Pe 4 Ta 4 , 4 - 
‘ 
~ 
. 
> <P a t é 
j / / 
4 2 , 
. 
/ ' 
4 ; 7 
/ 7 
u 
i 
' a a 
' 
A - a 7 ~ “ r 
, 4 
a 4 
7 7 . ) . A 
7 
P 7 ( 
° - vo 
; ‘ / 
y y A ( 
) 
( , 
/ ° 
( @ f j “7 
P A 
/ 
jf y 
( 
y . 
( J 
‘ A 
< y 
“a "4 , ri 
j 
/ ‘ } 
) 
4 ; , ‘ 4 
) s J 
f 7 7 7 { 
( ) 
( / 
2 7 P » 
J f 
x * a 
‘ C7. e ; ‘ Y Zs ‘ ) . 
— 
A 
) _ 4 “ 
c } - F 7 7 t © - - {4 


* Hassinger 








104 





/ 


j 





Vo Question About It 
—_ * 
2-4 , > f 
» | 
t ig = } 
4 oe 
aie \yi 74 a 
) f \ 7 | { f A 
— o~< y 
Re \ Sy y 
, CrIlrn Y : 
| = 
| So 
» ~ 
y 
a =~ Z 
> Za 
He Did Know Shorthand 
r 
¢ , y y Co 
” 
Standing On His Record y 
( . R A / 
{ ~ ) fs ¢ , wa 
> ( < ~& 
t v =) 2~ \ 





W 














ee ic 


ai a 7 
¢ 

4 

to - - 
9 


Tue Gaece Warrer, October, 1935 


) ad 


, 





” + ool 
2 s P , 
( 
—t_ ‘j~‘ 2 
, o 4 
(aw 
4 - t (a4 





